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Rationale: Required by all business majors
Intended Audience: All undergraduate students
Catalog Description: Provides an introduction to the use of computers in
business data processing including introductory concepts of computer technology.
Includes hands-on experience with various microcomputer software packages, focusing on




You canaccess WebCT using either an IBM/PC-compatible or an Apple Macintosh
computer system. Recommended minimum requirements areas follows:
IBM/PC -compatible: Pentium 166 with at least 128 Megabytes ofmemory, a minimum of
40 MB offree space on the hard drive, monitor, a sound card and speakers, and modem
for Internet access.
Please notethat these are the minimum requirements. It is recommended that your system
be greater than these specifications. With a faster processor and additional memory, the






A browser is a software program you use to retrieve documents from the World Wide Web
(WWW or Web) and to display them in a readable format. Thebrowser you use must
support tables, frames, and JavaScript and be set upto acceptcookies. To use the Chat
and/or Whiteboard WebCt features, your browser must be a Java capable browser.
Thetwo most popular browsers are Internet Explorer and Netscape Navigator. Forbest
results, use Netscape 4.0 or higher, or Internet Explorer 5.0or higher.
Software
Microsoft Office 2003 Professional will be used in the course. It can be
purchased in the University Bookstore at an Educational
Discount. Assignment can be done using Microsoft Office Xp or
Microsoft Office 2000.
Textbooks
Package ISBN is: 0-619-29009-9
(The package ISBN includes all the below materials)
Shelly Cashman Office 2003 Introductory
Gary B. Shelly, Thomas J. Cashman, Misty E. Vermaat
ISBN: 0-619-25574-9 ©2004
Discovering 2004 Brief
Gary B. Shelly, Thomas J. Cashman, Misty E. Vermaat
ISBN: 0-619-20217-3 ©2004
SAM/TOM XP VERSION 3.0
ISBN: 0-619-17309-2 ©2004
Publish date: December 2,2003









Upon completion ofthis course, the studentwill:
To explain the relevance ofcomputers today and for the
future.
Identify and describe the structure and basicelementsof
MIS.
Toexplain aboutmicroprocessors, microcomputers, and
computer communications in the modem business
environment.
Understand and explain the organization ofcomputers,
specific typesofcomputers, specific components of
computers, and their role in the context ofbusiness world.
Apply practical examples ofthe computer as a useful tool.
To preparedocuments, workbooks, databases, and
presentation suitable for course work, professional purposes,
and personal use.
Develop an exercise-oriented approach thatallows students
to learn byexample.
Develop independent study habits for those who are working
alone in a distance education environment.
Syllabus statement for persons with
disabilities:
It is the intention of this institution to
support full participation ofall students,
regardless ofphysical ability level. Therefore, if
any student needs consideration of his/her
physical abilities in order tocomplete the course,
pleasenotify the instructor as soon as possible.
Note: This syllabus is subject to changes as
the trimester progresses.
Manner of Instruction:
Chapter materials and assignments will be available on
WebCt.
JP\ Webct will be used forall quizzesand the submission of
homework assignments.
Office hours will be conducted through the use ofthe chat
room in WebCt. Weekly sessions will be held. Also,
individual sessions can be requested.
Students are encouraged to ask questions related to the
text...Especially current and breaking events in the field.
(Submitted via the Bulletin Board)
Audio-visuals, student hand-on experience with exercises,
problems, and examinations.
Computer assignments to illustrate the topics.
Classes will alternate between textbook and software. Each
homework assignment will be associated with a practice
assignment, which demonstratesneeded skills.
Midterm proctored. A proctor must be secured through
Extended Programs at Governors StateUniversity.
Contact b-davis@govst.edu as soon as possible!
Class Policies and General Educational
Issues:
Buddy upwith a classmate through the use ofchat rooms
and e-mail. They can be invaluable for helping and keeping
up.
Make-up examswill notbe given.
Written assignments are to befree ofspelling, punctuation,
and grammar errors. Awkward phrases orunclear remarks
will results in loss ofpoints. Must software packages
automatically check for these types oferrors so theexistence
of such errors tends to indicate that the user does not know
how to correctly use the package?
Jfp^ You should expect to spend many hours in the computer labs
(or on a computer) to complete the assignments.
Copying of assignments cheats the student out of learning of
tools valuable for survival in today's business world.
Therefore copying will not be tolerated and will be handled
according to the University's rules of conduct, Student
handbook.
Incomplete will be for (provable) extenuating
circumstances only and will be given within University









Written Assignments/Bulletin Board 5@3
t Room / On-line Discussions
)ssions willbe held per week
At least 5 Appearances
to the Chat Rooms are
required
Microsoft Office Xp




































































Sam Exams Word/PowerPoint (June
5th)










Quiz 1 (Chapter 1)
Discovering Computers
2004
The Internet and the
World Wide Web
Chapter 2





















Midterm will be on-line and Proctored, I
will administer the test at GSU on
Junel8th.
Microsoft Office 2003
Discovering Computers 2004 Chattier 5
Input
Microsoft Office 2003 Excel
Excel
Microsoft Office 2003 Quiz 5(Chapter 5)
Dead-line for
Excel Submission (July 9th)
Sam Exam Excel (July 11th)
No late Assignments will be accepted!
Discovering Computers 2004 Chapter 6
Output
Microsoft Office 2003 Access











Microsoft Office 2003 Quiz 8(Chapter 8)
Access
15 I August 9th Dead-line for { Final Exam
Submission of Access (August 15th)
i Chapters 5,6,7,8
Sam Exam Access (August 17th)




1. Install Sam/Tom from CD
Follow screen commands
3 Click Login:
(first time) New User
710802 Institution Code
4. Key Code from back cover of student Tutorial
5. Fill out profile
Password, Last name and First name the only necessary
fields
6. Join Group A-MIS301SS
7. Write down your new user name and your selected
password, next login you will be using them
8. Click Exam
9 Click launch and follow screen directions. Always hit
exit or complete exam to end session.
10. Reports to view results
Report type (Drop down-box)
Study Guide
Click on Tom for Tutorial
11.. Logout from Sam Xp
